HHS Traveler’s Agreement 

for Government Contractor-Issued Travel Charge Card Users

I [print name], _________________________________, have received, read, and understand the information regarding appropriate use of the Government contractor-issued travel credit card.  In addition to this Agreement, the specific documents that I have received include:  a memorandum to All Employees on “Proper Use of the Government Contractor-Issued Travel Charge Card” and the Individual Cardholder Agreement from the card issuer.

I further understand that:

1. My travel charge card may be used ONLY for my own authorized official business expenses associated with temporary duty travel, including cash travel advances at an ATM, and allowable relocation expenses (such as en-route travel and an authorized house-hunting trip) -- use of the card for any other purpose is misuse;

2. I am responsible for securing my travel charge card to prevent its unauthorized use by others, as I am the sole person authorized to use this card; 

3. Using the card for personal purchases or other non-travel expenses or ATM withdrawals other than for official travel for which such use is authorized, is misuse;

4. Using the travel charge card for local travel expenses is misuse unless a specific exception  (listed in section 9-00-10 of the 2005 HHS Travel Manual) applies; 

5. Official reprimands, suspension from duty without pay, and removal from the Federal service are some actions that may be taken for misuse or abuse of the Government-issued travel charge card; 

6. I must pay my travel charge card bill on time every month I receive a bill, although I may dispute any charge I believe is inaccurate by following the specified procedures in my Cardholder Agreement with the card issuer;

7. An applicable Federal statute grants HHS the authority to collect undisputed delinquent amounts owed to a contract travel charge card issuer through involuntary salary offset under Public Law 105-264 and 5 U.S.C. 5701(d);

8. The travel charge card contractor who issued my card may suspend or cancel the card and may ultimately report my delinquency to credit bureau(s).  This may have unfavorable effects on my personal credit rating and reports; and 

9. My failure to adhere to the terms of this Agreement and the Individual Cardholder Agreement between the travel charge card issuer and myself may be considered misconduct subject to disciplinary and/or adverse actions, up to and including removal from Federal service.

In accepting and using my Government-issued travel charge card, I agree to and accept the terms above governing my use of this card.  

_____________________________________________________________________________

Employee’s Signature/Date




Supervisor’s Initials/Date

This document is only intended to provide general information on HHS travel policy and GSA travel regulations.  It is neither comprehensive nor intended to replace reviewing with those provisions.  Recipients of this document are encouraged to become familiar with the HHS Travel Manual, GSA regulations pertaining to travel, and any applicable collective bargaining agreement.

